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Creating Pre-applications 
 
Step 1  Log in to the EMMIE system. This will take you to the Subgrantee Homepage.  

 

 
 

Step 2 – Click “Create” on left toolbar under Manage Applications. 

 

 
Step 3 – Click “Select Disaster” button. 

2 

Defaults to 

Pre-Application 

(RPA/RFMA) 
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The Select Disaster screen will appear. 
 

 
 

Step 4 – Select disaster radio button beside the disaster 

 

Step 5 – Click “Select Disaster” button. 

 

 
 

Step 6 – If prior application was created, user may click “Yes” to copy sections. 

 

Step 7 – Click “Save and Continue” button. 

 

4 

5 

7 
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Applicant Status screen appears 
 

 
 
 

Step 8 – Click “Continue” button to go to the first section (Preparer Information)  

 
 
Note: user may navigate to desired section of the application by clicking on section title 

on left navigational bar or by clicking the desired status link on the right. 
 
 
 

At any time, user may click on Application Status to see 
the current status of all sections. 
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Preparer Information 
 

 

 
 
NOTE: The red text at the top of the screen shows what information is required. 
 

Preparer Information auto-fills from user profile. 
 
 

Step 9 – Edit any of the preparer information then click on the appropriate radio button to 

answer the question concerning whether  the application preparer is also the point of contact.  
 
 

Step 10 – Click “Save and Continue” button to go to the Contact Information section 

 
 

9 
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Contact Information 

 

 

 
 
NOTE: The red text at the top of the screen shows what information is required. 
 

If user clicks “yes” on prior screen, some of the preparer information auto-fills to this screen. 
 

Step 11 – Complete the required fields. 

 

Step 12 – Click “Save and Continue” button to go to the Applicant Information section 

11 
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Applicant Information 

 

 
 
NOTE: The red text at the top of the screen shows what information is required. 
 
 

Step 13 – Complete the required fields. 

 

Step 14 – Click “Save and Continue” button to go to the General Information section 

 
 

13 
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General Information 

 

 

 
 
NOTE: The red text at the top of the screen shows what information is required. 
 

Step 15 – Complete the required fields. 

 

Step 16 – Click “Save and Continue” button to go to the General Information section 

15 
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Damage Categories 

 

 

 
 
 

Step 17 – Damage categories are not required on the Pre-Application. You can either enter 

them or click the “Save and Continue” button 
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PNP Worksheet 

 
The above screen will appear for city/county applicants.   
 

Step 18 – Click “Continue” button. If applicant is a PNP, the PNP Worksheet below will 

appear. Enter the information.  
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Comments and Attachments 
 

 
 
Section choices are: 

Preparer Information 
Contact Information 
Applicant Information 
General Information 
Damage Categories 
Form 90-49 
Application Level 
 

 
 
Add Comments screen 
 

 
 

 

See “Add Comments” 

screen below. 

See “Add Attachments” 

screen on next page. 

Section determined from 

prior screen. 
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Add Attachments screen 
 

 

Document Type choices are: 
By Laws 
Closeout Document 
Designated Agent Resolution 
PDA Information 
PNP Information 
Project Appl Fed Assistance 
Request for Public Assistance 
RPA Correspondence 
SBA Correspondence 
Standard Form 424 
Stand Form 424D 
Tax Exempt Letter 
Vendor Data Record 
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Sample screen with a comment and attachment: 
 

 
 

Step 19 – Click the “Save and Continue” button 
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Submit Application screen – after completing ALL sections 
 

 

 
 

Step 20 – Enter required information and click “Submit Application” button. 

 
After clicking “Submit Application”, you will see this screen: 
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